Listening Tips

Concentrate on what the speaker is saying, both with his or her words as
well as with voice inflections, rate of speech, body language, etc. There are
many things that can influence these communications, and paying
attention to as many as you possibly can will help keep you focused.

Try not to think about how you are going to respond to the other person
while he or she is speaking to you. This will cause you to lose your
concentration on what the other person is saying.

Interact nonverbally with the other person with small gestures or verbal
affirmations, such as nodding your head or saying very brief comments
such as “I see” or other words that would not interrupt the other person.
This tells the other person that you are fully engaged in listening and also
keeps you involved in the process.

Do not interrupt or finish the other person’s sentences. This takes your
concentration completely away from what the other person is saying and

focuses your attention on your own words.

Paraphrase the message to the speaker in order to confirm your
understanding.

Repeat the message to help you remember what was said.

Probe for missing information.

Clarify any points that you might not completely understand.

Remember the important points of the message for future application.




